Australian Government

Department of Education

Task Card

Accessing the Inclusion Support Portal as an Inclusion
Agency Representative

Who will need this task card?

The Inclusion Support Portal (IS Portal) is a web-based application that manages all Early Childhood
Education and Care services’ (ECEC) interactions with the Inclusion Support Program (ISP).

This task card is intended for Inclusion Agency representatives who are supporting ECEC services in the
development of inclusive practices.

What is this task card for?

This Task Card provides information and a step by step guide to support Inclusion Agency representatives
to request access to the Inclusion Support Portal.
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User Options

Anyone seeking access to the Inclusion Support Portal (IS Portal) is referred to as a user.

There are two accredited user roles available to Inclusion Support Program representative’s

IDF Manager

This role is for users who work for the Inclusion Development Fund Manager only.

Inclusion Professional

This role is for users who work for Inclusion Agencies only.

There are three user roles available to service provider representatives

Authorised Access Delegate

This role is for ECEC service representatives who are required to manage access to the Inclusion
Support Portal for other users in the service.

Services are encouraged to have more than one Authorised Access Delegate.

Note: To develop and manage their services Strategic Inclusion Plan (SIP) and to apply for IDF
subsidies, an Authorised Access Delegate will also need to have access to the IS Portal in the role of
Inclusion Support ECEC User.

Inclusion Support ECEC User

This role is for ECEC service representatives who need to access to the Inclusion Support Portal to be
able to develop and manage their services Strategic Inclusion Plan (SIP), including Care Environment
Plans, and apply for IDF.

Inclusion Support ECEC User — SIP Only

This role is for ECEC Educators who need to access to the Inclusion Support Portal to be able to
develop and manage the services SIP, including Care Environment Plans.

This role does not allow the user to apply for IDF streams, to access information about children, IDF
cases or claims information.

Note: A service provider representative can hold the roles of both Authorised Access Delegate and
Inclusion Support ECEC User.

Task cards to support service provider representatives to access the Inclusion Support Portal are
available on the Department of Education website Inclusion Support Program - Department of
Education, Australian Government
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Gaining IS Portal Access

Inclusion Support Agency representatives will access the IS Portal in the user role of Inclusion

Professional.

Gaining access to the Inclusion Support Portal requires each user to:

1. Have a Provider Digital Access (PRODA) account; and
2. Gain permission to act on behalf of the service provider.

PRODA

PRODA is an online identity verification and authentication system that provides secure access a
range of Australian Government online services, including the Inclusion Support Portal (IS Portal).

Users who already have a PRODA account for accessing other Australian Government online services
will use the same PRODA account to request access and login to the IS Portal.

Users without a PRODA account must first register for an account through Services Australia.

Once a user has a PRODA account they can login and lodge a user access request.

Logging into PRODA

1. Access the PRODA login page. https://PRODA.humanservices.gov.au

1.1  If you have a PRODA account —refer to image 1 below.
Enter your PRODA username and password and click Login then proceed to step 2.

1.2  If you have connected your Digital Identity to your PRODA account — refer to image 2
below. Click Login using your Digital Identity then proceed to step 4.

Login

Usemame

If you have sveady credted your PRODE SCoount, logn below

Ipflw-ﬂ:ar\m

]

Paddwodd

Do not have a PRODA acoount? Eegisier now

1f you hawve aiready created your PRODA account, kogn baelow

Do mot have & PRODA sccownt P Register

Login wsing your Digital Identity

2. A passcode will be sent to the email account or mobile phone number you provided when

setting up your PRODA account.

On the ‘2-step verification’ page, enter the passcode and click Next.
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2-step verification

Enter the verification code from your email below.

Enter Code

3. Ifyou are a new PRODA user, you must first consent to PRODA’s terms and conditions before
progressing.

On the ‘Terms and Conditions’ page, read the terms and click I agree to consent.

Terms and Conditions

The Terms and Conditions for use of the Provider Digital Access service need to be accepted or

have been updated. To continue you will need to read and agree to the Terms and Conditions
below:

1.  About these Terms and Conditions
1.1 In these Terms and Conditions:
(a) "you" or "your" is a reference to the user agreeing to these Terms and
Conditions and all parties acting on the user's behalf;
(b) "we", "our" or "us" is a reference to the Commonwealth of Australia
represented by the Department of Human Services or its successors; and

(c) "Terms and Conditions" means these terms and conditions set out in
clauses 1 to 26 as amended from time to time in accordance with clause
2;

1.2 These Terms and Conditions govern your enrolment for a Digital Credential, your

! decline

After successfully logging in to PRODA, a page of available services is displayed.

4. Select the Child Care Inclusion Support Portal tile.

CHILD CARE

inclusion support portal

The 'Portal entry point' page will be displayed.

If you are a new user who has not yet been granted access to the IS Portal, only the ‘My access’
section of this page will be visible.

7 3 S —
g Departmest of Social Sevices

Irterion Tupport Prrtal

Portal entry point

My access

N m
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If you are a user who has previously been granted IS Portal access, the page will display as seen

below.

Australian Government
partment of Social Services

Portal entry point

Access an account

To access 2n account in the portat

1. Select the Account name
2. Select a Role then ‘Continue

Account name Role

Please select v

My access

‘Create a new request’ to request access to an account or to reguest a change o your current access.

"My access requests’ contains a list of your access requests. You can update or withdraw a recent request if it is stil active.

Create a new request My access requests | Update my contact detalls

Requesting Access

The Inclusion Support Portal Help Desk manages the approval of access requests for both IDFM and
IA representatives.

If you have not previously accessed the IS Portal or you if need to add or change your user access, an
access request must be submitted.

1. To request user access, login to PRODA and access the Child Care Inclusion Support Portal.

2. Onthe Portal entry Point page, select Create a new request.

Create a new request

The ‘Request to create/update my access’ page is displayed.

3. Read over the information on the page and select ‘1 am ready to request access’.

LRI Australian Government
Degartment of Social Services

Request to create/update my access

How does it work?

User access responsibilities

You May reqUeST ACCRSS 1O an ACCOUNE in the POrtal. You wil be a%ie 10 HCCHSS the ACCOUN If YOUr request i
3pproved by 3 Authorised ACKess Delegate. If your CCess T TS 2COUNT NIESS 10 ChAnge, NN you My Create 3
request 1o Change your access to the account. I the reqUESt is apEroved, then your access will be updated to
reflect this request

M you need access t multipie accounts. please create 3 request for ccount you need to access. Each request
wil need to be individually approved for you each account

Once you are ready I0 STart your reQUest 3nd 3§ree with the USer CCRSS reSPONSIDIIKIES, you May select | am
ready to request access’ st the botom of this page.

As part of your ccess request. you wil be required to:

the 3ccount you need to access in the portal
* Record which roleis) you need for this account

You will be able to double check the details you've recorded before you submit your request. ¥ this i your first
submizsion. an emal wit be 3ent t0 you to coafirm the emad address you recorded. Please folow
the inseructions in the email. then your request wil be sent 1o the Authorised Access Delegate.

Once your submission is finafised:

« the Authorised Access Deiagate for the 3ccount will Be adhised 300t yOur request They are responsibie for
3pproving your reques.

« Your requast wil expice in 30 days

« You won't be able to create another request for this 3ccount ntl this request reaches an outcome - for
example, it expres. is withdrawn, approved or rejected

* You may choose 10 WNG/aW OF UPGITE THIS 1eGUIST. HOWEVEY, YOU WON'T be adie 10 Withdraw or update it
once it reaches an outcome.

Request outcome - If your request
+ Approved - Your access wil be updated to reflect this request and you wil be able t Jog to the portal with
account. You will receve an emai if your request is Approved

« Rejected, Withdrawn or Expired - Your current access will not be upcated. You will receive an emal i your
request iz Rejected or has Expired. You May then Choose to SuBME aNCCher 3CCes request.

The Inclusion SUpport Portal i an Austraian Government computer system managed by the Department of Socia
Services.

Data contained within the Inclusion Support Portal is Subject to the Privacy Act 13
discionure of 22t contained in the Inclusion Support Poreal may b 2 bre

1) Any Unauthorised use of

63 P4r3ONS OF Jevices 10 COMMECE 10 This SyITem. Usage of this sytem is
5Us May B USAC In 3 COUT Of Law. By SUBMETNG this form, you are
50 user of the Inciusion Support Portal

You acw alse agrewing 1o
« only access data relating directly to your organisation's responsibiities:
« only access 4ata necessary T Perfonm apRroved AChTS FETING 10 YOU” GTGANSATION's respoAsDIlTes.

You are acvised that giving e or misseading formaton 4 8 serous offente

The Department of Education may revoke rt Poctal access rights for anyone who fails to comply
with these requirements

Security awareness

0nce the Departmant of ECUCATON FECHNES INfOFMATION FOm yOu Via 9mall o any Eher MAAns, the information is
in a secure emironment Your personal information wil NOT b reieased LNIESS the law PeMIES X o your
permission s granted.

You need 10 be aware of inherent risks associated with the transmission of information via email and
Otherwize over the Internet.

f you have concarns in this regard. the Department of Education has othar ways of obtaining and provisng
information inciuding emad, telephone and electronic file transfer.

Disclaimer

The Commonwealth accepts no responsiity for the accuracy or Compiateness of any material contained on thiy
system.

bty to any person in respect of anything. and of the
b# done By any Such parson in reiance, whether whady or partaly.
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The ‘Record your details’ page will open.

4. Review the details and, if not already listed, add your Phone number.

5. Select Next.

SR Astralisn Goverament
gt Department of Social Services

My 8ccess requests

Request to create/update my access

1. Record your details

AN figlds marked with an asterisk (&) are required

First name Last name
Email address Prone number ¥
Back Disgard reqysst

Mobie phone numer

The ‘Search for and select the organisation’s account’ page will open.

To find the organisation you work for, it is recommended to search by ABN only.

6. Enter details and Click Run search.

2. Search for and select the organisation's account

search for the organisation’s account using their ABN, Legal name, Trading name or Organisation address
Organisation details

Legal name Trading name

Address details

Address line 1
Address line 2

Suburb/town State

Please select

Back Clear search Discard request

Postcode

7. Select your organisation from the list of results.

The ‘Access to roles’ page will open. Please refer to the image on the next page.
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8. Select the role of Inclusion Professional and click Next.

Request to create/update my access

3. Access to roles

Sedect G Of MiGre rokes 10 SPEORy he BOOESS. yOu Newd 10 Thes BECounT, f ENS recuest 15 ADprowed. you will ol Feceive aCCess 10 the sekected robels)

1DF Manager Inclusion Suppart ECEC User - SIP only
DFM S sind bry thee Inclusion Develogsment Fund manager 1o administer the Used by ECEC o Manape the Sirat

Subsidy streams,

Authorised Acces:
Y. Used by Inclusion Professionals to support ECECs inthe Re: 8

count. Can also remove wser access or

Inclusion Support ECEC User
sed by ECEC sta® 1o manage th

2. Onthe ‘Request summary access request page’, review your entries. Click Submit to continue or
Click Back to edit.

Request summary access request

4. Access request summary

Your details
First name : Last name :
Email address : Work phone : Mobile phone :

Required user role(s)

Role : Inclusion Support ECEC User

Your employer's details

Provider legal name : Provider trading name : ABN :

Address :

If you have previously accessed the IS Portal in a different user role, you will not need to verify your
email address. Finish your access request by following step 13 below.

If you are a new user, your email address must be verified before your request can proceed.
Continue with step 10.

10. Access your nominated email account and locate the verification email sent to you.

IMPORTANT: This email contains a ‘token’ associating your request with your email address and
your PRODA ID. If you do not click the link provided in the email and log into PRODA, your email
address will not be verified, and the request cannot be processed.

11. From the opened email (refer to the image below), click Confirm my email address.

Clicking the link opens a browser and takes you to ‘Department of Social Services (DSS) account
selection page.’

Accessing the Inclusion Support Portal Page 8 of 13
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You're almost done!

Dear fuserFirstName) fuserlastName],

We need to confirm your email address to finalise your request to access the inclusion Suppart Portal

Unk:  Confirm my emai address

¥ y

For more information about accessing and using the online portal, read the Inglusion Support Portal User Guide

Please reply asithas been
Kind regarcs,
Inclusion Support Portal Help Desk

Department of Education

Website: inglusionsupport dss. 2ou su/pgorta

Deparome: o3, 20 10 iters bath st

Note: This sev 3nd any smachments may contain persaeal, confidential o lagalypriileged informaton (snd nefther are waived or st

2 copy. Resipie

). you are aot the intensed recipient,you st o 452, iSCis, COY O 12131 . you have rceived It n a1, pleass adiss by reply e and then delets ts ema froem your system

12. Select PRODA.

Department of Sacial
Services

Skaninwith ene of these accounks

H GevPass

H FRODA [,
H VANGUard_FAS_3PT
Fi‘ Active Directory

& HiE Wioosaft

13. Log into PRODA as described in steps 1 — 4 of Logging into PRODA located on pages 4-6 of this

task card.

When you have successfully logged in, you are taken to the ‘Finish access request’ page.

Accessing the Inclusion Support Portal
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14. Read Next Steps and click Finish.

Finish access request

5. Finished

Your details

Last name :

Work phone Mobie phone

Your employer’s details

Provider legal name : Provider trading name ABN

Address :

Next Steps

After clicking Finish, you will automatically leave the portal and an email notification will be sent to
Inclusion Support Portal Help Desk.

After your request is reviewed by the Inclusion Support Portal Help Desk, you will receive another
email telling you whether your request was approved or denied.

If you do not receive a confirmation email or your request was denied, contact your Inclusion Agency
Manager or the Inclusion Support Portal Help Desk.

Note: Individual Inclusion Agencies may have additional processes that need to be followed when
requesting access to the IS Portal. Please check in with your Inclusion Agency Manager to confirm
their requirements.

Activating your access

After your access request has been approved by the Inclusion Support Portal Help Desk, you may
begin using the IS Portal.

14. Open your approval email.

15. Click activate your access.

Accessing the Inclusion Support Portal Page 10 of 13
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Activate your access

£ Besicer for  BEOOA scct H vu ot e e
L Then, ol ik o aciate v

Clicking the link opens a browser and takes you to the Inclusion Support Portal. Follow the steps

below to login to the IS Portal.

Logging into the IS Portal

After initially activating you access (refer to page 10), the IS Portal can then be accessed via

Login | PRODA - https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf

Login to your PRODA account and select the Inclusion Support Portal tile. Refer to pages 4-5 for

support to login to PRODA.

CHILD CARE

inclusion support portal

When your identity is verified, the ‘Portal entry point’ page is displayed.

Portal entry point

Logout

_In(hlsloll Support Portal

Access an account

To access an account in the portal

1. Select the Accor
2. Select a Role th

Account name Role

Please select

My access

'Create a new requUEsT’ 10 request aCCess Lo an ACCOUNt of 10 request a change to your current access

My access requests' contains a ist of your access requests. You can update or withdraw a recent request f it s stil active.

Create a new request My aceess requests

Update my contact details

1. Select your employer from the Provider name dropdown list.

Accessing the Inclusion Support Portal
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Portal entry point

. . . All Tiedds marked with an asterisk (%) are required
Portal login £ Authorised Access Delegate login :

Select the prosader ¢ role you wish ta use within the NDIS Commission Fortal

Provider name * Role *

Mlease skt ~ ¢ r
Irschuztripaus Indust e [

2. Using the Role dropdown option, Select the role of Inclusion Professional and click Continue.

Portal entry point

A Faghdy M il wilY o0 JGNL ) F e

Portal l¢ in / Authorised Access D egate login

Select 1he provader £ roke you s 4 e e e NO mevaon Ports

[
Pr ooy rusre

el rcngy |t ey

The Inclusion Support Portal entry page will open.

3. Read User Agreement then click I agree, to proceed to the IS Portal.

Welcome to the Inclusion Support Portal

User Agreement

The inclusion Support Portal (15 Portal) manages all early childhood and child care services including Early Childhood Education and Care services (ECEC) and interactions with the
inclusion Support Program (1SP). For more information, visit the Inclyzion Suaport Program page

Acceptance of the User Agreement
By accessing the IS Portal, you.

o represent yourself to be an authorised user of the IS Poctal
*  agree to be bound and comply with the terms of the User Agreement

if you allow someons else to access the IS Portal with your logon detalls, you will be responsible for everything they do in the 1S Portal
Your Responsibilities
ECEC Services

You must ensure you have obtained written consent to share a child’s personal information in the IS Portal. This is obtained in the form of a Permission to Share Personal information
for the purposes of the Inclision Suppart Progrom form comgleted by a parent, guardian or carer.

Information you provide in the 1S Portal will be used to assess applications made to the Indusion Development Fund (1DF) avalable under the ISP You acknowiedge that giving false
or misleading information & 3 serious offence under the Criming! Code Act 1995

You may be requested to provide vertfication of any statements mentioned in the IS Portal

ISP Providers

1SP providers must ensure they use the 15 Portal in accordance with their contract with the Department for ISP

All information provided in the IS Portal must be accurate to support the effective and efficient delivery of ISP. You must not make any changes to information in the IS Portal that
::d?‘::‘u In the information being wrong, misieading, deceptive and inappropriste, You scknowledge that giving false or misleading information is 8 serious offence under
Privacy

The 1S Portal collects information about ECEC services seelung support through ISP This information is shared with the Department, relevant Inclusion Agency (1A) and inclusion

Development Fund Manager (1DF Manager) to administer the program.
v

The Inclusion Support Portal homepage dashboard page will be displayed.

Note: You can return to the Portal Entry Point page to log in with a different user role or for a
different organisation by clicking Change role/Manage access at the top of the screen. Refer to the
image on the next page.
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All Reviews

Support Cases All Innovative Solution Cases

Number

All Payments All'S =
Support
Plans

Resources

For additional support or assistance with trouble shooting any technical issues please contact please
contact the Inclusion Support Portal helpdesk or call the Inclusion Development Fund Manager

(IDFM) on 1800 824 955.
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